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DHR-DA-14 

Diksion of Administration 
Personnel Services Unit 
47 Trini ' I(  Avenue 
Atlanta. 3. 30334 

E S T Eb 
E S T A B L I S H  D I S P O S I T I O N  S T A N D A R D ;  D I S P O S E  O F  P R E S E N T  A C S U V U L A T I O N ;  
R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  N O  F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

(Agency-wide C o r n  Standard) 

''.What is t h e  function of t h e  o f f i c e  i n  which t h i s  record s e r i e s  is created? 

The Division of Administration is responsible for providing' administrative supprt for 
the  -nt. 
systems, budget development and m g e m t ,  personnel administration, and data processing 
COordinatiLn. 

This includes p e m l  accounting services,  development of n-anagewnt 

Personnel Services Unit has the respansibil i ty to provide comprehensive personnel adrninis- 
tmt ion ,  payroll, an&-fvel audi t  and reimbursement services to  the various organizational 
units of the  Department of H m  Resources. "his shall include the provision of necessary 
technical and professional services in the areas of organizational developmnt; position 
classif icat ion and compensation; wage and salary administration; employee recru i t ren t ,  place- 
ment and selection; employee grievance and a p p a l s  resolution; career development and 
counseling; personnel tmnsactions and records maintenance; payroll administration and re- 
porting: and t r ave l  and re la ted  expense auditing, reinbursenaent, and records k n t e n e n c e .  

-- 

11. This f i l e  contains t h e  following documents (include form numbers and t i t l es ,  if my, - 
and f i l e  arrangement). 

See Attached Sheet 
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13. Is t h i s  t h e  Record Copy of t h e  series? 

14. Is t he re  a dupl icat ion of t h i s  series i n  another o f f i c e  o r  agency? 

15. IS the  information contained i n  t h i s  series ever sunmtarized or published? 

[ I  i I I  

. .  -~ 
. ~ ] [ 1:: 

Attach'copy of- summary or  publication. 
16. Does t h e  series contain c l a s s i f i ed  informatipn requir ing secur i ty  handling? 

17. Does the  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

[ I  [ I : :  7: 

'. [ I  1 1 ~ ~  

.. 

I 1  [ I  
18. Could the  function be performed i f  t h e  f i les  were l o s t  o r  destroyed? 

19. Is t he  series ( o r  major port ion of it) regular ly  microfilmed? If yes, why? [ I  [ I  

[ I  [ I  20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  

21. Does t h e  record series co i t a in  documentation produced as EDP pr in tout?  
f 

[ I [ 1~~ 
22. Has t h e  Federal Government issued ins t ruc t ions  governing the  retention.,ispo- . [  ] [ 

. .  s i t i o n  of these f i l e s ?  . .  

23. W i l l  t here  be a need f o r  these.records 10, 15 years from now? I f  yes ,  what? ' , [ I  1 1  

24.  R E Q U I R E b E N T S .  The following requires the f i l e s  t o  be kept years: 
.. . 

a.[]STATE ' b.[]STATWE OF c.[]AUDIT d.[]FmERAL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD L A W  DECTSION VALUE 

. .  (Cite  Law, Statute,  or other reason for the rci.t')ition rcpiremcnt)  

. .  .~ . 

_ _  
25.  AGENCY RECOMMNOATIONS.  T h i s  agency recommends tha t  the f i l e  s e r i e s  be cut  of f  at  the end 

of each -[]CALENDAR YEAR -[]FISCAL YEAR -[](YPHER ,then: 

[ 1 Hold i n  the current f i les area , ' month(s)/ year(s): 
( 1 Transfer t o  [ 1 S t a t e  Records Center [ ] Local Holding Area; hold yea r ( s ) :  
[ 1 Destroy. 
[ 1 Transfer t o  State Archives f o r  permanent re tent ion.  
[ 1 Destroy immediately after cut-off. 
[ ] Other: (Specify) 

I 

1 (Indicate b r i e f l y  rationale for recomndations aboue/or wri te  additional remarks) : 
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PERSONNEL SERVICES UNIT 

, 
DisDosition -- Description 

&PI 
No. - 
1. Position Nmhr Files 

€SiiGim~~hTinii mintaining a 
7S-116 m t i n u i r g  l i s t ing  of job position 

7 5 4 7  

j ?S-US 

4. 
7 s -  \\9 

nmbers. 

Included are l ist ings containing job 
position number, job t i t le  and data 
relating to positions. Listings exist 
in various forms such as logbooks, 
registers, card files, etc. 

Files are arranged n w i c a l l y  by 
position number. 

Documents maintaining job 
descriptions of a l l m t e d  positions. 

Included are job description forms 
identifying job title, position nunber, 
duties and respansibilities, and other 
data relating to the position. 

, Job Description Fi les  

. - _. 

Destroy when obsolete or 
superceded . 

Destroy when job descriDtion is 
superceded QT position is  
abolished. 

F i l e s  m y  be armnged alphabetically by 
job title or n e r i c a l l y  by position 
number. 

Destroy when obsolete or svper- 
ceeded. record of positions in each organizational 

unit .  

Included m y  be organizational chart, 
functional statement, job description 
and related documents. 

Fi les  are m g e d  alphabetically by 
mjor organizational unit; thereunder by 
subordinate unit. 

Job Standatds Developnt F i l e s  
-nts r e k i n g  to developing class- 
ification or qualification standards for 
job p i t i o n s .  

Included are drafts of job specifications, 
correspandenc- t o  job development and 
related docuntcs.ts. 

Destroy upon completion of job 
standard or when project is 
discontinued. 



Files are m g e d  alphiketically 
by job t i t le .  

5 .  Merit System Certificate o f  Eligibles 
lTiZ+%Gmiie ~- 

ts relat ing to  mintaining a 75-120 z c e  l i s t i n g  of persons elibible 
for enploymat. 

.. 
kstray u p  receipt of new 
listing. 

Included are copies of Merit System 
Certificate of Eligibles (MS 41-31] 

Files are arranged chronologically by 
date. 

Documents-reZiEEt5 maintaining data 
on private individuals or companies 
hired as consultants by the Departrent. 

Included are docummts reflecting the 
m s ,  designations, rates of canpn- 
sation, duties and number of days of 
service by consultants, copies of person- 
nel actions, description of services to  
be performed and other related documents. 

Files are armnged alphahetically by 
consultant's name. 

6. Consultant Data Fi les  
U p o n  termination of employrent 
m v e  from active f i le  and place 
i n  inactive file; cut-off inactive 
f i le  at the end of each calendar 
year; hold in current files area 
for 3 years: then destroy. 

7 5 -  I 2 1 



F PRESENT A C S U M I J L A C I O N ;  

'What is the  function of t h e  office i n  

The Division of Administration is rpsponsible f 

system, budget developent and managerrent, 
coordination. 

Personnel Services Unit has the resps 
=ti=, p a y m l l ~ 6 - w e l  audit and 

ty to  provide oomprehensive personnel adrriinis- 
UIsement services to  the various organizational 

See Attached Sheet 



17. Does t h e  series i n i t i a t e ,  amend or  terminate agency po l i c i e s  and procedures? [ I  1 1  
18. Could t he  function be perfonned i f  t h e  f i les  were l o s t  o r  destroyed? [ I  [ I  

19. Is t h e  series ( o r  major portion o f  it) regular ly  microfilmed? If yes ,  why? 1 1  1 1  

[ I  [ I  

21. Does the  record series contain documentation produced as EDP printout? [ I  1 1  

20. D o e s  t h e  record series provide da ta  as input t o  an EDP f i l e ?  

22. Has t h e  Federal Government issued instruct ion6 governing t h e  retention/dispo- [ ] [ 1 
s i t i o n  of these f i les? 

2b. REQUIREMNTS. The following requires t h e  f i l e s  t o  be kept years :  ll 

i i I 

~ 8. [ ]STATE - b. []STATUTE OF . c. []AUDIT ' d. []FEDERAL e. [ ]ADMINISTRATIVE 
! LAW LIMITATION PEAIOD . LAW DECTSION VALUE , ' 

f .  [ ]HISTORICAL 

. .  
. .  (Cite  Lc%, Statute,  or other reason for the rct.c)ition requimmntl  

. .  .. 

1 

~. I 
I !  
ii 

1 
(Indicate b r i e f l y  rationale for  recomnendations aboue/or wri te  additional remarks) : ; , I  

25. AGENCY RECOMMNDATIONS. This agency recommends t h a t  the  f i l e  series be cut  o f f  at the end 
of each -[]CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then: 

[ ] Hold i n  t he  current f i les  area G m n t h ( s ) /  yea r ( s ) :  
[ ] Transfer t o  [ 1 S t a t e  Records Center [ 1 Local Holding Area; hold year(s): 
[ I Destroy. 
[ ] Transfer t o  State Archives f o r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ 1 Other: (Specify) 

I 

I OTHER REQUIRED SIGNATURES I DATE 1 k 
1. ! k c o r d s  Management Off icer  (Signature! 

! 
Date 
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PERSONNEL SERVICES UNIT 
.. 

. :~ .> .~-~  . . .  , - .- . 

~ No. Deswiption Disposition 

Destroy Uhen obsolete or 
superceded. 

Included are l is t ings containing job 
position number, job t i t le  and data 
relating t o  positions. Listings exist 
i n  various forms such as lcgbcoks, 
registers, card files, etc. 

Files are m g e d  numerically by 
position ncrmber. 

l5ZbEi5relat into maintaining job 
descriptions of allocated positions. 

Included are job description forms 
identifying job title,.@tion number, 
duties and responsibilities, and other 
data relating to the position. 

Fi les  m y  be arranged alphabetically by 
job title or nlrmerically by position 
nunber. 

2. -I Job Description Files 
Destroy when job description is  
superceded or position is 
abolished. 

3. .. Organizatianal Job Description Fiies 
l?xun-ents relatmg to maintaining a - ~. ._-I - 7 Destroy when obsolete or super- 

- record of positions in each o r g & z a t i d  ceeded-. 
unit. 

Included m y  be o r g a n i z a t i d  chart, 
functional statement, job description 
and related d m n t s .  

Files are arranged alphabetically by 

subordinate unit. 

..- - ~ 

, mjor organizational un i t ;  thereunder by 
_. 

4. Job Standards Development Files 
-nts relating to  develodng class- Destroy upon completion of job 

- - _' ._ -_ - .~ . if icatian or qualification standards for standarcl or when-project is- 
job p i t i a n s .  discontinmd. 

Included are dnafts of job specifications, 
corresponden-e t o  job d e w l o p n t  and 
related documents. 



r 

Files are arranged alphabetically 
by job title. 

5. Merit System Certificate ef Ehgibles 
E5e3EFEle  
Documents relating to  nnintaining a 
reference l i s t i ng  of persons elibible 
for employrent. 

Included are copies of Merit System 
Certificate of Eligibles (W 41-31) 

Files are arranged chronologically by 
date. 

6. CMsultant Data F i l e s  
lbcments r E 3 f i n F  nnintaining data 
on private individuals or companies 
hired as consultants by the Department. 

Included are dccun-mts reflecting the 
.' na&s, designations, mtes of cosnpen- 

satian, duties and number of days of 
service by consultants, copies of person- 
nel actions, description of services to  
be performed and other related documents. 

Files are armnged alphabetically by 
consultant's name. 

7. 

record; 

Files +&?ranged a l p h a k t i c k l y  by 
employq s m. 

', 

.. 
Destroy upan receipt of new 
l is t ing.  

upan termination of employnmt 
m v e  f r o m  active f i l e  and place 
i n  inactive f i l e ;  cut-off inactive 
file at the end of each calendar 
year; hold in current files area 
for 3 years; then destroy. 

f r o m  active f i  

sealed in envelope 


